
SCHOHARIE COUNTY CLASSIFICATION SPECIFICATION

Class Title: DEPUTY COMMISSIONER OF SOCIAL SERVICES

Jurisdictional Class: Non-Competitive
Date Adopted: June 3, 1985
Date Revised: 05/23/00; 06/15/05 (MQ’s)
Jurisdictions: County
Union Status: Exempt
Pay Grade:
______________________________________________________________________________
DISTINGUISHING FEATURES OF THE CLASS: This position assists the 
Commissioner of Social Services in administering the local public welfare program in one of the 
Social Services districts in the State.  The Deputy Commissioner of Social Services is responsible 
for assisting the Commissioner of Social Services in formulating departmental policies and 
procedures.  This person is responsible for defining and overseeing the orientation and training 
for all departmental personnel.  The incumbent is also responsible for planning, coordinating and 
overseeing the work of the department’s computer operations staff in conjunction and 
consultation with the Central Data Processing Department.  The incumbent will also be 
responsible for long range planning, resource allocation, and development of an annual budget for 
various departmental functions by division and/or assignment by the Commissioner of Social 
Services.  The work is performed under the general direction of the Commissioner of Social 
Services with broad latitude allowed for planning the work of others and setting procedures and 
order of tasks to be completed.  General supervision is exercised over the work of Division 
Supervisors.  Acts in the absence of the Commissioner; does related work as required.

TYPICAL WORK ACTIVITIES: (Illustrative Only)
Develops and implements departmental orientation and training programs;
Develops, implements, and evaluates training programs for outside agencies and groups as 
needed or required;
Develops the department’s annual training needs assessment and staff development plans in 
accordance with state requirements;
Identifies priority projects and makes recommendations for resource allocation with respect to 
computer system maintenance, development and capitol acquisition;
Coordinates the social services functions of the department by directly supervising division 
supervisors and responding to policy questions; 
Develops and implements department wide personnel policies including hiring, training and 
evaluation of staff;
Recommends assignment of personnel resources to meet current and future needs of the 
department;
Reviews and implements program policies and procedures;
Represents the department in meetings with community groups, government agencies and others 
as necessary;
Signs reports, claims and other administrative papers at the request of the Commissioner;
Assists the Commissioner of Social Services in the formulation of policy and procedures for the 
business administration of the department, including accounting and budgeting;
Secures budget estimates;
Oversees and controls the agency’s physical facilities, supplies and equipment;
Performs a number of activities related to the operation and system maintenance of LAN and 
WAN computer networks, trouble shooting hardware and software problems and providing other 
technical assistance to users;
Assists the Commissioner of Social Services in carrying out specialized services/projects in the 
department.

Last Reviewed: n/a
Last Updated: 05/23/00; 06/15/05 (MQ’s)
Reviewed By: n/a
Last Reallocated: n/a
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SCHOHARIE COUNTY CLASSIFICATION SPECIFICATION

Class Title: DEPUTY COMMISSIONER OF SOCIAL SERVICES

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL 
CHARACTERISTICS: Thorough knowledge of modern principles and practice of social 
services administration; thorough knowledge of modern business administration, public personnel 
and budgetary practices and procedures; thorough knowledge of principles, practices, and 
techniques of developing supervision and evaluation training programs; thorough knowledge of 
the application of major types of computer equipment; through knowledge of federal, state, and 
local Public Welfare laws and programs;  ability to plan and develop curricula and lesson plans 
and to provide instruction for clerical and professional employees;  ability to develop and 
integrate a staff development plan with the ongoing operation of the agency;  ability to monitor 
and control a large number of problems, projects and issues; ability to plan and supervise the 
work of others; ability to establish and maintain working relationships with people and outside 
agencies; ability to interpret the goals of the agency;  resourcefulness in handling administrative 
problems; good judgment; emotional maturity; initiative; tact and courtesy; sensitivity to the 
reactions of others.

MINIMUM QUALIFICATIONS: 

(A) Graduation from a regionally accredited or New York State registered 
college or university with a bachelor’s  degree and three (3) years of full-
time, paid experience in a human service agency responsible for the 
administration of public welfare programs in an administrative or 
supervisory capacity with substantial responsibility for planning, directing, 
and coordinating the work of subordinate staff in a large unit or several units 
performing different functions; OR

(B) Graduation from a regionally accredited  or New York State registered 
college or university with an Associates Degree and five (5) years of full –
time, paid experience in a human service agency responsible for the 
administration of public welfare programs, three of which must have been in 
an administrative or supervisory capacity with substantial responsibility for 
planning, directing and coordinating the work of subordinate staff in a large 
unit or several units performing different functions; OR

(C) An equivalent combination of training and experience as defined by the 
limits of (A) and (B) above.

NOTE: Part-time employment can be pro-rated to count towards fulltime.  Example: six (6) 
months PT equals three (3) months FT and a higher level of education can be pro-rated for 
experience up to a year.

NOTE:  A master’s degree from a regionally accredited, or New York State registered college or 
university in social work, public administration, hospital administration, or education 
administration may be substituted for one year of the paid supervisory experience.

SPECIAL REQUIRMENT:  This class requires extensive travel.  Incumbents will be 
required to possess a valid, appropriate level, New York State Motor Vehicle operator’s license, 
or otherwise demonstrate the ability to meet the travel needs of the job.
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